
  



 Agencies that enter records in NCIC are responsible for their 
accuracy, timeliness, and completeness. 
 

 Failure to maintain accurate, complete, and up-to-date 
records could lead to possible legal liability. 41 U.S.C. 3771 
 

 NCIC policy requires that NCIC records be validated on an 
annual basis. 
 
 



 Validation obliges the ORI to confirm that the record is 
complete, accurate, and still outstanding or active. 

   Reviewing the entry 
   Reviewing current supporting documents  

              electronic and/or hard copy 
                 *DMV, court database, III and any other   
                       sources/systems etc.      Consulting complainant, victim, prosecutor,  

              court, non terminal agency or appropriate source 

  Second party check for accuracy 
   Copies of validation procedures and documents must  

              be on file for review during audits. 



Case File 

Property: 
Contact Victim/Complainant/ 
Responsible Party to verify 
property is still lost/stolen/missing 
 
Validate or clear record from NCIC 

Person: 
Verify file information  
 
Check for new information by 
contacting proper authorities in 
your jurisdiction, courts, DA etc. 
 
Check all databases you have 
access to, NCIC, III, DMV, DL, jail, 
etc. 
 
Modify NCIC record to include any 
additional/new information 
 
Second party check 





 Case file and documentation supporting an NCIC    
      entry must be retrieved for a validation to be  
      performed correctly 

 
 An NCIC entry work sheet alone, is not sufficient 

 
 An NCIC entry work sheet along with documentation    
      supporting information entered in the fields of an NCIC       
      entry must be stored in the case file and reviewed during  
      validation. 

 
 



  

VALIDATING 
RECORD WITH OPEN 
FOX 

ON-LINE PROCESS 



 The OpenFox Online Validation Application 
streamlines the process by eliminating written 
reporting. The application also dramatically 
reduces the chances of a valid file being 
accidentally purged (invalidated files are purged 
every 30 days) which could affect public and officer 
safety 

Brief Overview 



 

 Include: 
 
 Records entered 3 months prior to current month 
 
 Records entered in that month for each prior year 

 
         * for validation schedule see NCIC Manual Sec 3.4, 3 



 Validations can be completed from a standard Open Fox        
      user workstation 

 
 Validations can be completed by any user 

 
 The validation cycle begin the first Saturday of     
       each month 

 
An agency must modify each record being validated to 

include updated information in the Name of Validator 
(VLN) Field. 

 
 



 1st notification – 30 days (from receipt of admin message) to    
       validate 

 
 2nd notification – 20 days (from receipt of admin message) to  
      validate 

 
 3rd notification – 10 days (from receipt of admin message) to  
      validate 
 
 .$F – Failure-to-validate message sent when a record(s) has not  
      been validated within a month from the request for validation (a  
      copy of the record(s) is included in the message) 

 
 .$P – Purge failure to validate notification – All records that that  
      have not been validated in the required time frame are retired by  
      the NCIC system 



 If you are a Serving Agency for a non-terminal agency and/or with a single 
terminal agency who has an existing ORI User Agreement and has agreed to 
the following: 
 

    THE SERVING AGENCY AGRESS TO MONITOR KCJIS AND REVEICE UNSOLICITED      
    MESSAGES address to the KCJIS shortcut address and/or the ORI of the User   
    Agency. 

 

    This monitoring is necessary to non-terminal agencies as well as law enforcement  
    agencies with only single terminal KCJIS access. 

 

o The Serving Agency agrees to notify the User Agency of any solicited routine message(s) 
addressed to the User Agency that is received by the Serving Agency, and to forward any 
such messages to the User Agency. 

 
It is the responsibility of the Serving Agency to forward or deliver any routine 
messages and/or notifications concerning validations to the proper User 
Agency or Validation Representative 



Notification messages are sent as an 
admin message to the entering 
agency’s primary terminal.  
 
Each agency will have to determine 
their own procedures in notifying the 
individual within their agency that is 
responsible for validations. 
 
The validating person can also query 
a list  of their agency records due for 
validation by using the QVAL form, 
however the number of days 
remaining to validate will not be 
displayed. 





An agency can view their validation 
records by using the QVAL form from 
the OpenFox menu. 
 
Enter ORI, select the Month and 
click submit 



 
A list of record types and the 
number of records to be validated 
will be displayed 
 



To select a detailed 
record list click on a 
Record Type  link  from 
the validation details .  

Record Index – Indicate the 
number of records you want in the 
detailed record list.  (For a complete list  
enter “1-58” or for a partial list enter “1-20” 
or select a single record.) 



This detailed record list contains 
all 58 license plate records that 
were selected using the QVAD 
form 



 
Click on appropriate link to 
Validate, Modify, Cancel or Clear 
for each record.  
 

Each process selected 
will generate the 
appropriate form that 
will appear with the 
required data 
populated from the 
original record 
including the name of 
the user obtained from 
the session login as 
the validator. 





Each form is     
pre-populated 
with the required 
data from the 
original record. 

The VLN field is not a  required field 
when modifying. However, when 
modifying a record the Validator 
Information MUST be populated in order 
to validate the record. If this field is not 
populated NCIC will not validate the 
record. 



A group of records 
from a specific record 
type can be validated 
as a group. 
 
You must separate any 
records that must be 
modified, canceled or cleared 
first before using the batch 
validation form. 
 
Complete the required 
information and click submit. 
Each record for the specific 
record type will be modified 
and updated in NCIC.  
 
You can repeat this step with 
each record type. 





VALIDATE 
acknowledgement 

message 

MODIFY 
acknowledgement 

message 



CANCEL 
acknowledgement 

message 

CLEAR 
acknowledgement 

message 



The VLD and VLN field will 
be populated in the 
validated/modified NCIC 
record after a record has 
been validated. 

NCIC Record prior to validation 

NCIC Record After being Validated/Modified 



After Validations have been completed. Double check for any remaining records 
that may not have been accepted by the message switch by utilizing the QVAL form 
and entering your ORI.  
 
If there are no remaining records you should receive the following message: 



 Validations must be completed using an OpenFox terminal. If you   
      need an additional terminal contact: 
 

 
 

 

 All agency records must be validated within 30 days of 1st   
      notification (received 1st Saturday of each month) 

 
 For audit purposes agencies will still need to maintain a  
      validation worksheet with the original report 
 
 If a record is not validated the record will be purged after 30   
      days. 

Don Cathey 
dcathey@khp.ks.gov 
785-368-6518 

mailto:dcathey@khp.ks.gov


 Questions regarding Validations contact: 
 

 Melanie Fox 
 mfox@khp.ks.gov 
 785-296-5981 

 
 Amy Johnson 

 ajohnson@khp.ks.gov 
 785-296-5980 

mailto:mfox@khp.ks.gov
mailto:ajohnson@khp.ks.gov


NCIC Manual, Introduction, Section 2, 2.1 
 

NCIC Manual, Introduction, Section 3, 3.1 
  
NCIC Manual Introduction, Section 3, 3.2 
 
NCIC Manual Introduction, Section 3, 3.4 

 
TAC Manual 

 
 KCJIS 114 ORI User Agreement 
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